
JET PROPULSION LABORATORY



       INTEROFFICE MEMORANDUM

DATE: 

     
TO:

 FORMDROPDOWN 

 

FROM:

       M/S         Ext.     
SUBJECT:
REQUEST FOR CONTRACT WORK ORDER  CHANGE



for         ,   CWO #          of    FORMDROPDOWN 




(Individual’s name)
	


Extend or Cancel:

 FORMCHECKBOX 

Extend the existing CWO through       .  (end of Period of Performance)
 FORMCHECKBOX 

Cancel the CWO for the above mentioned contractor personnel and return him/her to the contracting company for reassignment, effective       .   Eligible for rehire: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

 FORMCHECKBOX 
   JPL form 2078, “Separation Clearance - Contractor Personnel” will be completed and sent to JPL Security, M/S 310-129.    (All Category A Contractors - JPL Section completes form.  Category X & Y Contractors - Contracting company completes form.)

Overtime:  
Use overtime form on TSEP web page at http://acquisition.jpl.nasa.gov/tsep/
Administrative:

 FORMCHECKBOX 

Change the cognizant Supervisor to:        Section       , effective      .


(Change PERFORM system, also.  If change in Section, send change to HRS).

 FORMCHECKBOX 

Change the cognizant Administrator to:       , effective      .

Travel and Conferences/Classes:

 FORMCHECKBOX 

Authorize travel. 

 FORMCHECKBOX 

Authorize foreign travel  (Please specify city, country, and exact dates).  
________________________.

 FORMCHECKBOX 

Conference/class is authorized.   (Contractor personnel should already possess necessary skills.  Classes that are not specific for the current job assignment will be disallowed.  Attach memo to justify class.  See TSEP web page.
__________________________________________________.
Specify name of conference or class, place and dates, and amount of  Registration Fee, if applicable.   

Security:

 FORMCHECKBOX 

Change Security clearance to: 
 FORMDROPDOWN 

   Comsec:    FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

Other:

 FORMCHECKBOX 

Other:   _________________________________.

	Signature:                                                                                          Date:



	Title:                                                                                                                 M/S                                  Ext.
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